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INTRODUCTION

SOUTH CAROLINA MAINTENANCE FACILITY CERTIFICATION PROGRAM

AUTHORITY AND SCOPE.

The authority for the State Vehicle Maintenance Program is established by the Motor Vehicle
Management Act (Sections 1-11-220 through 1-11-340 of the South Carolina Code Of Laws,
1976, as amended). Section 1-11-220 Specifically required the development of a
comprehensive State Fleet Management Program addressing several areas, including
Maintenance. Section 1-11-290 of the Act required the Board to promulgate rules and
regulations governing the operation of state vehicle maintenance facilities.

In response to the general requirements of Section 1-11- 220 the Division developed a
number of policies and procedures applicable to all state agencies that own or operate state
vehicles. Many of these agencies do not operate a state vehicle maintenance facility. The
Motor Vehicle Management Manual addresses the various vehicle management programs,
with Chapter 18 addressing the vehicle maintenance program.

In June 1985, the General Assembly adopted Regulations 19-630 through 19-633
implementing Section 1-11-290 of the Act. On October 6, 1994 these regulations were
adopted by the Budget and Control Board as Policy Directives Subarticle 2-1 through 2-4.
The Policy Directives establishes requirements for:

1. A cost-effective vehicle maintenance program applicable to all State-owned
maintenance facilities.

2.  The State Fleet Manager to act as the agent for the Board for the implementation and
administration of all policies and procedures relating to the State Vehicle Maintenance
Program.

3. The development of this manual to provide procedures for ensuring that appropriate
standards are met.

4. An annual review to ensure that each maintenance facility is in compliance with the
program. A one year certification will be issued to those facilities found in compliance
during the review process. Facility certification will be withdrawn and action taken by
the Board as necessary, if a facility fails to meet program standards and requirements.

5. Agencies operating State vehicle maintenance facilities shall be responsible for
complying with the criteria issued by State Fleet Management under the authority of the
Motor Vehicle Management Act (MVVMA) and Board Policy Directives



Il. PURPOSE.

The initial program manual (South Carolina Automotive Maintenance Program) was
published in October 1985. This manual supersedes the October 1985 manual.

This new manual, titled The South Carolina  Maintenance Facility
Certification Program, is designed to ensure that State maintenance facilities are operated in
compliance with the Motor Vehicle Management Act. The program continues to recognize
those facilities meeting the requirements of the Act. (see Chapter 2). The State Vehicle
Maintenance Program and this program have resulted, and will continue to result in, monetary
savings, while providing for a safe and productive working environment.

For the purpose of this program and all maintenance related programs, the term "vehicle™ shall
mean, any vehicle, self propelled or drawn by mechanical power, designed to be principally
operated on the highway in the transportation of property or passengers and requiring
registration and licensing in accordance with Article 3, Section 56-3-110 through 56-3-160 of
the Code (see definitions).

The intent of this manual is to provide the policy, administrative procedures, technical
information, and standards for administering and operating the State's vehicle maintenance
facilities. The policies and procedures described in this manual are mandatory and are
directed to the fleet managers and those personnel involved in the administration or operation
of maintenance facilities.

This program includes provisions for:

1. Operating or establishing State vehicle maintenance facilities.

2. Annual certification reviews.

3. Diagnostic or special equipment needed to repair and service vehicles.

4. Purchasing of supplies and parts.

5. An effective inventory control system.

6. A uniform work order and record-keeping system assigning actual maintenance cost to
each vehicle.

7. Preventive maintenance programs for all types of vehicles.
8.  Shop safety and disposal of waste products.

The administration of this program is the responsibility of the Budget and Control Board,
Division of Motor Vehicle Management.



DEFINITIONS

The following definitions shall be used in conjunction with this program.

A

Agency - All officers, departments, boards, commissions, institutions, universities, colleges,
and all persons and administrative units of state government that operate motor vehicles
purchased, leased or otherwise held with the use of state funds, pursuant to an appropriation,
grant or encumbrance of state funds, or operated pursuant to authority granted by the State.

Board - State Budget and Control Board.

Council - Motor Vehicle Management Council.

. Diagnostic Test or Service Equipment - Tools or test equipment used to service, diagnose,

test, or repair State vehicles.

Division - Division of Motor Vehicle Management.

Equipment - Apparatus, device, machine, or vehicle.

Facility Certification - A certificate issued by the Division to recognize facilities meeting
the standards established by the South Carolina Vehicle Maintenance Facility Management

and Certification Program.

Director DMVM - The Director of the Division of Motor VVehicle Management.

. Maintenance - To perform repair, service, or upkeep to an item of equipment.

Preventive Maintenance Service - Service required by the manufacturer and this program,
to include inspecting, adjusting, repairing or lubricating equipment at predetermined
intervals.

Program - South Carolina Vehicle Maintenance Facility Management and Certification
Program.

Repair - To renew, restore, or return to a safe and serviceable operating condition an item of
equipment.

. Service Intervals - The time or mileage intervals established through this program to

perform preventive maintenance service.

. Service Order - The form initiated when an item enters the shop for repair or service and

used to record all parts and labor applied to the equipment. When the work is completed, the



labor and parts costs are totaled.

. Service Order Register - A log listing all service orders in numerical order. Log entries
shall include service order number, owning agency, license plate or identifying number,
make, model, date of service order, date work completed, and costs for any parts, tires, and
labor.

. State Vehicle Maintenance Facility (SVMF) - A garage, building, or other facility where
maintenance or repairs are performed on State vehicles, and which operates with the use of
State funds, according to the authority granted by the State to all officers, departments,
boards, commissions, divisions, institutions, universities, colleges and administrative units of
State Government.

. Vehicle - Any device, self-propelled or drawn by mechanical power, designed to be
principally operated on highways in the transportation of property or passengers, except
devices used exclusively upon stationary rails or tracks, and requiring registration and
licensing in accordance with Article 3, Section 56-3-110 through 56-3-160 of the South
Carolina Code of Laws.

. Vehicle Appearance - State vehicles should project a clean, neat and positive image for the
state. Vehicles shall be washed and vacuumed as needed. Decals shall be replaced when they
deteriorate to the point of becoming unrecognizable or unsightly. Vehicles should be
otherwise maintained in a presentable condition to the best of the operators and agencies
ability.

. Work Order - Same as Service Order.

. Work Order Register - Same as service order register.



CHAPTER 1

VEHICLE MAINTENANCE FACILITIES

. MAINTENANCE FACILITIES.

A

CURRENT EXISTING FACILITIES.

All maintenance facilities which underwent the certification review procedure and
received a satisfactory, unsatisfactory, or courtesy review in Fiscal Year 1991 -1992 are
considered current existing facilities. These facilities do not have to obtain new facility
approval as specified in Il. A. below. All other facilities not receiving a certification
review report during this period must comply with the new facility procedures specified
below. Agency heads may relocate current existing facilities, although other
maintenance alternatives must be considered if the new location would be within a
reasonable distance to another state-owned maintenance facility.

Il. ESTABLISHING NEW FACILITIES.

A

PROCEDURES.

Agencies wishing to establish a new vehicle maintenance facility shall first obtain
approval from the Director DMVM. The New Facility Justification Form found in
Appendix E shall be signed by the Agency Head and submitted at least 6 months in
advance of any State vehicle being repaired or serviced at the new facility. The Division
may waive the 6 months requirement if conditions for approval can be met sooner by
the agency. The Division shall act on the request within forty-five days of receipt.

B. DISAPPROVALS.

A

Disapproval’s may be appealed directly to the State Motor Vehicle Management
Council. The Council is required to act on the request within forty-five days of receipt,
and render a decision or finding within twenty days of the date the appeal is considered.
If the agency desires, it may appeal the ruling of the Council to the Budget and Control
Board within ten days of notification of the Council's final decision.

OPERATING PROCEDURES.

ALL FACILITIES.

All State vehicle maintenance facility supervisors must provide a copy of their
operating procedures to the Division for approval. An approved copy will be returned



for agency records. Supervisors are required to submit their procedures when:

1. The facility does not have a copy of its procedures approved by the Division.
2. Procedures have not been submitted.
3. Approved procedures are amended.  Supervisors of facilities with outdated

procedures must submit their new written procedures for approval prior to the next
certification review.



CHAPTER 2

CERTIFICATION

MAINTENANCE FACILITY CERTIFICATION REVIEWS.

A

METHODS.

State vehicle maintenance facility certification is established as directed by Board
regulation 19-633. State vehicle maintenance facilities (SVMF) shall be reviewed
annually under the guidelines established by this program. The certification review will
be conducted by one of the following methods:

1. On-site Reviews.

The Division shall conduct on-site reviews of SVMF no later than three years from the
date of the last on-site review. The on-site certification reviews may be conducted when
requested by agency management or when the Division determines there is a reason for
a change in the certification method. Agencies selected for an on-site review will be
notified at least fifteen days in advance so personnel responsible for the SVMF can be
available to assist the review team. The on-site review should take no longer than one
day, depending on the size of the particular facility.

2. Questionnaire Reviews.

During those years when on-site reviews are not conducted, the Division will monitor
compliance through a written questionnaire. Questionnaires will be forwarded to
agencies in the first quarter of each fiscal year and should be returned as required. The
questionnaire may be completed by the facility supervisor. However, the agency head
or designated representative must certify that the questions are answered correctly, and
the facility continues to meet the requirements of the program.

CERTIFICATE OF COMPLIANCE WITH PROGRAM STANDARDS.

A certificate shall be issued to those facilities found in compliance with the program. If
a facility fails to meet the requirements of the program, the facility will be re-scheduled
for a follow up courtesy review within 180 days to ensure corrective action has been
initiated. Another on-site certification review will be conducted within twelve months
of the initial review. Those facilities twice failing to comply with provisions of the
program will be reported to the Budget and Control Board and General Assembly for
initiation of corrective action. The Division may recommend corrective action to
include: Withdrawal of funds used in the repair or maintenance area, denial of new
funds to purchase new vehicles or equipment, transfer of vehicles to another agency for
maintenance, or other action deemed necessary and prudent.



SMALL FACILITIES.

Facilities supporting fewer than 20 vehicles will not normally receive approval for a
maintenance facility in accordance with Chapter 1, unless extenuating circumstances
exist. Those agencies owning fewer than 20 vehicles and wishing to open a new facility
shall justify the need for a facility in accordance with Chapter 1 (Il A). When one of
these facilities receives tentative approval, an on-site review will be conducted during
the first year. Facility management personnel shall demonstrate compliance with the
procedures specified in this program before the facility will receive final approval.

Facilities approved for operation under this section will not normally undergo scheduled
formal on-site certification reviews after the initial approval. These facilities will be
monitored through the procedure described in I.A.2 above. Procedures established by
this program shall be required, and the agency head shall certify their use annually.

The facility may be visited during the compliance reviews or at other times specified by
the Division. Agencies are prohibited from arranging supported vehicle densities for the
purpose of circumventing the intent of Maintenance Facility Certification.



CHAPTER 3

VEHICLE MAINTENANCE PROGRAM

GENERAL.

Maintenance is the care taken and work performed to keep vehicles and equipment in a safe
and serviceable condition. The program outlined herein provides the necessary maintenance
instructions required to keep vehicles in a safe and serviceable condition during their normal
life expectancies. The instructions, procedures and forms referred to in this chapter are
general and may be modified for various vehicles and agency needs.

. OBJECTIVES.

The objective of the South Carolina Vehicle Maintenance Program is to provide for
maximum cost-effective maintenance of State vehicles, while assuring the readiness of these
vehicles to perform designated functions safely throughout their expected service life. This
can be accomplished through adherence to the following procedures:

A. Applying manufacturers' warranty provisions by insuring warranty work is
accomplished by the dealers while the vehicle is under warranty, at little or no cost to
the State.

B. Maintaining vehicles in a safe and serviceable condition without over-maintenance.

C. Maintaining vehicles through a scheduled preventive maintenance program that
involves checking and testing vehicles and their components at predetermined intervals.
Intervals specified in this program shall be followed in normal circumstances, but
agencies may establish additional maintenance procedures when necessary to meet the
needs of the vehicle.

D. Using State-owned maintenance facilities (certified in accordance with Chapter 2 of this
program) when reasonably available, and when the facilities have the capacity to render
the desired support.

E.  Ensuring vehicles are used for their intended purpose.

F.  Insuring vehicles selected for special purposes are designed for the tasks to be
performed.

G. Replacing vehicles at the designated periods or when extensive repairs are required.



1. STANDARDS OF MAINTENANCE.

A

Serviceability standards for State-owned vehicles provide for the inspection, service,
repair and replacement of parts at predetermined intervals under the guidelines of this
program. A fine line exists between performing the maintenance necessary to keep the
vehicle in a safe and serviceable condition and over-maintaining it.  While
under-maintaining a vehicle may cost the State thousands of dollars, over-maintaining
the vehicle can be more expensive. Agencies should utilize one of the following
procedures to insure State vehicles receive proper repairs or service.

1.  State-owned maintenance facilities, certified under the guidelines of the State
Vehicle Maintenance Program, should be used when available and staffed to
repair or service other agencies' vehicles.

2.  The State's Commercial Repair Program operated by the Division of Motor
Vehicle Management. The Division has established service agreements statewide
with commercial vendors at pre- negotiated prices. This allows repairs and costs
to be monitored and approved in advance.

3. A commercial maintenance facility selected by agency management personnel in
accordance with the State Procurement Code. This method or option can be
expensive unless technically qualified personnel are available to approve repairs.

Vehicles are considered to be in a safe and serviceable condition when their operation
will not cause vehicle damage or create a safety hazard. The appearance of all state
vehicles shall be maintained to acceptable standards (See Definitions).  When a
mechanical problem is found, a determination shall be made as to whether the vehicle
can continue in service until the next scheduled service or if immediate corrective action
is required. Safety hazards always require immediate correction. Mileage must be
considered if the vehicle is under warranty.

IV. TYPES OF MAINTENANCE.

There are three basic classes of maintenance under this program. These classes are:

A.

DAILY OPERATOR SERVICE OR CHECK.

The daily operator service or check is one of the most important parts of any preventive
maintenance program. These checks are normally performed by the vehicle operator,
although some checks may be performed by someone else. However, it is the
operator's responsibility to insure these checks are accomplished. Problems found
should be reported to the proper maintenance personnel or the agency's Transportation
Coordinator. Operators who abuse state vehicles by failing to perform the operator




daily service or checks may be subject to penalties imposed by the agency. Proper
operator service and checks includes:

1.  Exterior. A visual check of the outside of the vehicle for body damage, glass
damage, tire condition and inflation.

2. Under the hood. Check fluid and oil levels.

3. Interior. Check for proper operation of seat belts, starting system, fuel level,
instruments, mirrors, etc.

4.  During operation. Look for properly operating instruments, smell for any
strange odors, listen for any unusual noises, and feel for any unusual vibrations.

SCHEDULED PREVENTIVE MAINTENANCE SERVICES.

Preventive maintenance services are performed on a time or mileage schedule. The
service is designed to be preventive in nature, and includes an inspection of components
and sub-assemblies. The manufacturers' recommendations in the operator handbooks
should be used as a guideline for servicing, testing, and inspecting purposes. Different
operating conditions, terrain, weather, and other factors must be considered when
establishing proper maintenance intervals. Lubrication service, including changing of
engine oil and filters, will normally be scheduled at the same time as the preventive
maintenance service. When conditions warrant (i.e., severe use, dust, mud), lubrication
intervals or preventive maintenance services must be adjusted to provide adequate
protection to the vehicle.

UNSCHEDULED MAINTENANCE.

Unscheduled maintenance is the correction of faults that occur between scheduled
services. This is usually disruptive to the mission and the least desirable type of
maintenance. Efforts shall be made to prevent unscheduled repair. Emergency or
unscheduled repairs will continue, but can be reduced through a quality preventive
maintenance program.

SCHEDULED MAINTENANCE INTERVALS.

Agency managers shall establish a comprehensive, scheduled maintenance program
using the manufacturers' recommendations as a guideline. Some manufacturers have
extended lubrication or scheduled preventive maintenance intervals that would require
different service intervals for different vehicles. Therefore, for uniformity purposes,
service intervals may be established in accordance with the guidelines found in



Appendix G and H. Scheduled preventive maintenance services on passenger- carrying
vehicles shall never exceed 12 months or 7,500 miles. For planning and scheduling
purposes, a 10% variance in time or mileage is acceptable. For vehicles in heavy duty
operation (police, taxi, delivery, dusty operations, or extended idling), the interval may
need to be reduced so the vehicle will receive proper service (see Schedule A,
Appendix H, Severe Service Intervals).

VI. VEHICLE RECORDS.

A. COST RECORDS.

State policy and procedures require agencies to maintain cost and history records on
each vehicle they own. The cost records must show the total lifetime cost per mile, and
further indicate the fixed cost (depreciation and insurance), Operation cost
(fuel/accident/vandalism), and maintenance cost (parts, labor, tires, oil, etc).

B. REPAIR HISTORY FILE.

A repair history file is required for each vehicle and shall indicate all labor, parts,
services, tires, etc. that have been applied to the vehicle for at least the last three fiscal
years. This repair history file is in addition to the file required in Chapter 4, Il, H, to be
maintained by the maintenance support facility. For agencies owning their own
maintenance facility, the file may be combined when filing procedures allow for all
repair history files to be maintained by the maintenance facility.



CHAPTER 4

RECORDS AND INVENTORY CONTROL SYSTEM

. GENERAL.

A Certain documentation is needed in order for a maintenance facility to meet the records
requirements established by the Motor Vehicle Management Act. This shall include a
uniform service order and record-keeping system assigning actual maintenance cost to
each vehicle, and an effective inventory control system. When designing a system that
will best meet the needs of the agency and the Act, several questions shall be answered:

1. Will the service order and records-keeping system assign actual maintenance cost to
each vehicle? Cost and repair information shall include the costs of labor, parts, and
tires, combined with information on all repairs required and actually performed.

2. Will the complete system provide an audit trail for all repair parts purchased?

3. Will the system generate needed information for any reasonably required reports?

4. Will the system provide a maintenance history on each vehicle, including assignment
of cost?

B. The following system meets the requirements of the Act and will answer the above
questions. The use of this system is encouraged.

Il. SERVICE ORDER.

A. A service order (manual or computerized) shall be initiated on each vehicle entering a
SVMF for repair or services (See Appendix A). To identify a vehicle, the following
information shall be included.

Agency/department that owns/operates vehicle.
Vehicle make, model and year.

License number and agency number.

Vehicle serial number.

Current odometer reading.

Date in.

Telephone number and contact person.

Date out.

NGO~ WNE

B. The needed repair complaint shall be taken from the operator and listed on the service
order. The operator shall sign the service order in the block provided.



C. The service order shall be logged in on a Service Order Register (See Appendix B),
unless other procedures are approved by the Division.

D. If the service order includes a pre-printed control number, this number shall be shown on
the register. Agencies not using a pre-printed number shall assign a number, in sequence,
to each service order and show this number on the service order register. Example:
00001, 00002, 00003, etc. or A0001 through A9999, BO001 through B9999

E. Parts required to repair or service the vehicle shall be issued and annotated in "Parts"
(Appendix A, Section B). The quantity, part number, description and price are required.
The initials column is for the repair technician receiving parts to verify that those parts
were placed on that vehicle.

F. The repair technician shall complete requested repairs, as well as other repairs that are
found to be needed. The repair function time authorized by The Flat Rate Time Guide
should be used for the repair time. When the time authorized by the Flat Rate Time
Guide is not used, the actual repair time and the flat rate time shall be recorded for
each operation shown. The technician performing the repair shall enter his/her number
or initial in the TECH column. The "work completed" block (Appendix A, Section C)
shall be signed by the repair technician or by the final inspector.

G. The service order shall be totaled using the agency mechanical labor rate, and the operator
or contact person notified that the vehicle is ready. The date shall be entered in the
"date-out" block and the service order register shall be annotated to show the vehicle
repair has been completed.

H. When the vehicle is picked-up, the operator shall sign the service order in the "picked-up"
block and indicate date of pick-up. Distribution of the completed service order shall be
determined by agency procedures, however, one copy shall be filed in the maintenance
area for reference. A file on each vehicle, by license tag number or agency number, shall
be maintained to serve as a maintenance history for the vehicle. If properly maintained,
the maintenance history file will be an effective management tool indicating all previous
work performed and repeat problems that may be encountered. In addition, it provides a
simple audit trail from the service order to the stock records accounting system. The
retention period for service orders is three years and they shall remain in the vehicle
history file for this period. Service orders should remain in the vehicle history file until
the vehicle is disposed of, unless other procedures for capturing costs exist.

1. SERVICE ORDER REGISTER.

A. The Service Order Register is used to log all service orders written and to record
information from the service order (See Appendix B).

B. The Service Order Register shall contain, at a minimum, the information shown in



Appendix B, but may contain additional information as needed.

Note: The Service Order Register may be utilized as an excellent management tool. The
hours expended, number of service orders written/closed, and parts, labor, and tire cost,
can be totaled for any period of time. It also assists in defining audit trails and provides a
log of all work processed through the maintenance facility.

IV. PARTS ACCOUNTABILITY.

A

Parts inventories are based on certain factors, i.e., demand, wear, seasonal items, or
scheduled change items. The inventory shall be of sufficient quantity to support vehicles
on hand, but shall not be excessive. (An example of excessive inventory would be
reordering or stocking two sets of brake pads that will only fit one vehicle in the fleet.)

All parts received (excluding those in G. below) shall be accounted for in one of two
ways:

1. Charged from the shipping invoice directly to the vehicle service order.
2. Posted to the stock record of the inventory control system and placed in stock.

For parts on a computerized inventory control system, the procedures shall be determined
by the agency's data control system. The controls and parts procedures will be reviewed
by DMVM during the on- site certification review. The computerized parts inventory
shall indicate audit trails on all parts purchased.

For shops with a manual repair parts control system, a Stock Record Card (Appendix C)
shall be used. The card shall be filed in a visible index file in alphabetical order or part
number sequence (Alphabetical order is recommended).

A procedure shall be established that indicates where the part was placed when received.
It shall show proper description (not brand name) of the part, and if the item was for shop
stock, service order, supply item, or a tool. This information shall be kept with the
vendor's invoice showing receipt (Appendix F).

The first time a part is placed in stock, the new card shall be annotated at the top to
indicate "initial card". The heading shall be filled out listing the part number, part name,
application, location, unit of issue and unit price. When a determination is made for
stocking levels, a reorder point may be established. This inventory level shall be
established by the Agency Head or designated representative. Inventory levels shall be
kept to the minimum required based on lead time, availability, and cost for the part.

1. Posting stock record cards-(Receipts) . All posting shall be made in blue or black
ink.



a. Date. Current date.

b. Document No. The delivery invoice number onwhich the part was
received.
c. Received. The quantity shown on the delivery invoice.
d. Issued. Leave blank.
e. On Hand. Quantity received and initials of postee.

2. Posting stock record card-(Issues). All issues shall be made in blue or black ink.

a. Date. Current date.

b. Document No. Service order number.

c. Received. Leave blank.

d. Issued. Quantity issued on service order.

e. On Hand. Quantity remaining on hand and initials of postee.

Note: If an incorrect part is issued and immediately returned to stock, the entry shall be

lined out and initialed. Do not use "white-out" as this card is an accounting document.

Dates, document numbers, receipts, issues, and balance shall be in blue or black ink.

When a part is returned later and parts have been issued to other equipment, the work

order number shall be used as the receiving document (same as F.1 above). On the service

order, draw a single line through the part returned.

3. When all lines on the card have been filled, a new card shall be filled out transferring
the information from the heading on the old card. The last completed card shall
remain in the visible index under the new card.

The first entry on the new card shall be as follows: (Appendix D).

a. Date. Current date.

b. Document No . Balance

c. Received. Brought

d. Issued. Forward.

e. OnHand. . Quantity brought forward and postee’'s initials



G. Common supplies that are used at a varying rate, such as screws, nuts, bolts, cleaning
rags, solvent, and bulk petroleum products, are not required to be placed under this
system. The issue procedures required would be too cumbersome and not worth the
effort required. If desired, the cost for these items may be shown on the service order at a
nominal rate under shop supplies.

Example: Shop supplies $2.00.

V.PARTS INVENTORIES.

A. Repair parts shall be formally inventoried at least annually by a disinterested party
appointed by the Agency Head or designated representative. A disinterested party is a
person not assigned duty involving the issue or control of the items being inventoried.
Agencies may establish more frequent inventories if deemed necessary. The disinterested
party shall sign the inventory as being correct. The parts inventory record shall include
the following (See Appendix I).

Part Number. Assigned trace number.
Description. Nomenclature (part name).
Record Quantity. Quantity shown on records.
Actual Count Inventory count.

Unit Cost. Cost of each part.

Total Cost. Unit cost x actual cost.

Total value of inventory.

The inventory shall be reviewed and approved or discrepancies investigated by the
appointing authority.

B. The inventory count on the manual stock record card specified (1V F.) above shall
be shown in red ink (Appendix C). Recording inventories in red ink allows the
demands to be counted quickly for adjustments to stocking levels.



A

CHAPTER 5

PURCHASING OF PARTS AND SUPPLIES

GENERAL.

The State Budget and Control Board, Division of General Services, Material(s)
Management Office, is the central purchasing authority for the State of South Carolina.
All purchasing of parts and supplies shall be in accordance with the South Carolina
Consolidated Procurement Code, as well as the regulations, policies, and procedures
approved or issued by the Board and the Division.

Central purchasing is defined as purchases made in accordance with the State
Procurement Code and accomplished through compliance with all applicable policies
and procedures established by the Material Management Office. The following
procedures are all authorized methods that may be used by maintenance facilities to
purchase parts or supplies.

1.  After establishing an account with the South Carolina Department of Highways
and Public Transportation (SCDHPT), some parts and supplies indicated in the
SCDHPT Supply Depot Catalog may be purchased directly from its Supply
Depot. For agencies in the Columbia area, parts and supplies may be ordered and
picked up at the SCDHPT Supply Depot. For agencies outside the Columbia area,
these parts and supplies may be delivered to the nearest SCDHPT Shop.
Coordination must be made with the SCDHPT Shop where parts/supplies will be
received. Delivery is made biweekly on a scheduled basis. The scheduled
delivery date can be obtained by calling the nearest SCDHPT maintenance
facility.

2. The Material(s) Management Office establishes contracts with different parts
warehouses and vendors that offer a savings to the State. These contracts shall be
utilized where most cost- effective. Some of these contracts are mandatory term
contracts, and the maintenance supervisor should coordinate with agency
purchasing directors to obtain a list of contracts.

3. Blanket purchase agreements should be established as a way to reduce the
administrative cost in accomplishing small repetitive parts purchases (Regulation
19-445.2100 Small Purchases and Other Simplified Purchase Procedures). This
eliminates the need for issuing individual purchase documents. The blanket
purchase agreements shall be established by the agency purchasing authority. The
use of blanket purchase agreements will not eliminate internal procedures that
agencies have established to verify prices and obtain the lowest cost to the State.



In some areas, agencies with multiple maintenance facilities or repair functions
have established their own warehouse. The agency procurement officer may
contract or purchase fast-moving parts and supplies in accordance with the

Procurement Code.

Agencies may use separate purchase orders to purchase parts and supplies in
accordance with their approved internal purchasing procedures.



A

CHAPTER 6

EQUIPMENT

GENERAL.

Section 1-11-300, South Carolina Code of Laws, requires the Board to promulgate
regulations regarding the purchase of motor vehicle equipment and supplies to ensure
that agencies within a reasonable distance are not duplicating maintenance services or
purchasing equipment that is not in the best interest of the State. Chapter 1 addresses
the procedures for establishing State vehicle maintenance facilities. The purchase of
equipment and supplies necessary to service state vehicles in approved facilities is left
to the discretion of agency management personnel.

The following guidelines are issued:

1.

Proper diagnostic, test and special equipment shall be available to support the
work performed by the maintenance facility. The types of repair, service,
component rebuild, or exchange shall dictate the equipment that is required. All
tools and equipment needed to meet safety or environmental requirements shall be
available and in proper working order.

Certain repairs or services require the use of special equipment that may not be
available. When the necessary equipment is not available, the repairs or services
shall be sublet to other state maintenance facilities or commercial sources which
have the required special equipment. When Supported vehicle densities will
justify the purchase of needed special equipment, and it is more cost effective, the
purchase of this equipment shall be considered.

Shop supervisors shall insure that repair technicians are properly trained in the
safe operation of their respective shop equipment, including diagnostic test
equipment.



CHAPTER 7

PARTS REMOVAL

GENERAL.

Cannibalization and controlled substitution are two methods by which parts are removed from
a vehicle. While neither are desired, some benefits may be gained under limited
application of one or the other. Prior to parts removal, a determination should be made if
regular repairs would be more cost-effective to the State. A vehicle in operating
condition has a higher resale value than a vehicle that is inoperative.

Il. CANNIBALIZATION.

Cannibalization is the removal of parts from a vehicle without replacement. An example of
cannibalization is a vehicle "junk yard" operation.

1. CONTROLLED SUBSTITUTION.

Controlled substitution is the removal of a serviceable part from one vehicle to repair another
vehicle, and the unserviceable part is tagged and placed back on the vehicle from which
the serviceable part was removed.

Controlled substitution may be used on a limited basis where a part is on back order and
another like vehicle comes in for a part that will have to be placed on back order. This
requires double work and shall only be used in emergencies.

IV. POLICY GUIDANCE.

Agency heads shall ensure that written policies are developed which specify what action is
required before parts removal takes place. At a minimum, the guidelines for this policy
shall contain the following:

A. Vehicle Value.

Normally, the removal of parts will cause the net value of the vehicle to decrease. The
value to the State for the recovered parts must exceed what the resale value of the vehicle
would be if the parts were not removed.

B. Part Needs.

Is the part needed immediately or expected to be needed in the near future?

C. Accountability.




All parts removed should be accounted for and audit trails established. Serviceable
parts should be preserved to guard against deterioration.

D. Level of Authority.

The agency shall determine the approving authority for parts removal.

E. Disposal.

Vehicles reduced to scrap must be removed from State accountability. Policy shall
dictate the responsibility for removal.



A

CHAPTER 8

SHOP SAFETY

SAFETY.

Shop safety is not a statutory requirement for certification, but safety awareness and
procedures will normally be checked during the certification review of the maintenance
facility. Successful completion of a maintenance facility safety inspection during the
past six months by a safety professional from the South Carolina Department of Labor
or the agency concerned shall serve as evidence that proper safety is being practiced.

The South Carolina Occupational Safety and Health Standards for General Industry,
which is available from the S. C. Department of Labor, shall be used as a guideline.
The latest addition (at time of this manual), of the checklist for General Industry,
prepared by the S. C. Department of Labor, Division of Education, Training and
Consultation, is published in its entirety as Appendix I. The checklist, however, is only
a guide, and compliance does not necessarily ensure full compliance with all OSHA
standards. Please refer to the S. C. OSHA Standards for detailed regulations. Some
areas referenced in the checklist may not apply to the maintenance facility, but may
apply to other areas within the agency.

One area not covered in the checklist (Appendix 1) is the servicing of multi-piece and
single-piece rims (See OSHA regulation 1910.177). This regulation specifies the type
employee training, restraining devices, barriers, and equipment necessary to service
these rims. Current charts (rim manuals) containing instructions for the types of wheels
being serviced shall be available in the service area. Reprints of the NHTSA charts are
available through the Occupational Safety and Health Administration (OSHA) area
offices. Single copies are available without charge.

Shop safety is not a part of the mandate establishing the maintenance program, but is an
integral part of any maintenance procedure. Therefore, serious problems found during
the on-site certification review will be indicated in the report.



CHAPTER 9

DISPOSAL

DISPOSAL METHODS.

Disposal of all surplus property shall be in accordance with Regulation 19-445-2150 and
Section 11-35-4020 of the Code of Laws of South Carolina, unless other methods are
authorized by provisions of law.

A

Surplus supplies and equipment shall be reported on a Turn-in Document (TID) within
90 days to the Supply and Surplus Property Management Officer (SPMO). Funds from
the sale of surplus property, less expenses of the disposition, will be transferred into the
State's General Fund unless the agency makes a written request to retain such funds for
the purchase of like items.

On receipt of the Turn-in Document (TID), the SPMO will screen the property to
determine whether it will be classified as surplus or "junk”, as defined by regulation
19-445-2150.

Surplus property determined to be "junk™ will be disposed of by the owning
governmental body in accordance with Section 11-35-4020 of the Procurement Code
(Also see subsection H of Regulation 19-445- 2150).

Surplus property not classified as junk will be scheduled for relocation to the SPMO,
Boston Avenue, West Columbia, unless the SPMO approves for the property to be
disposed at the agency's site. All costs associated with relocation of property will be
borne by the SPMO, except for vehicles, boats, motors, heavy equipment, farm
equipment, airplanes, and other large items with an acquisition cost in excess of $5,000.

When property is officially received by the SPMO, title will pass to the Division of
General Services and property shall be deleted from the agency's records. The SPMO
will carry sufficient insurance to ensure assets are safeguarded against loss.

SCRAP METAL, USED TIRES, AIR CONDITIONING REFRIGRANT,

USED MOTOR OIL, AND BATTERIES.

A

Scrap metal is generated at an unpredictable rate. It consists of old tail pipes, mufflers,
rotors, brake drums and other unserviceable parts that are not capable of being rebuilt or
returnable and is considered junk. All scrap (junk) is to be disposed of in accordance
with Section 11-35-4020 of the South Carolina Code of Laws.



Used tires, batteries, air conditioning refrigerant, and motor oil are all items that can be
recycled. These items shall be disposed of in accordance with State law and procedures
established by the Material Management Officer or the regulating agency. These items
must be disposed of in a manner that is environmentally safe. Trade-in is one method
that may be used to dispose of old batteries and tires. Refrigerant may be captured with
specialized equipment and recycled for reuse, but it must not be vented into the
atmosphere.
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{ APPERDIX C)

HEW MAINTENANCE FACILITY JUSTIFICATION FORM

Agancims desiring to establish = new maintenance faollity to
services or repair wvehicles are required to obtaln approval eix
months in advancs =2z specifisd in Chapter 1 of the South
Carcolina Vehigla Maintanance Facility Manegement and
Certification Program.

Agency Data

Proposed Facility Location

The following information is reguired before raécalving a
favorable rasponse.

Number of wvehicles to be supported Dy this facility.
Numbaer of other motorized equipment to ba supportad.
Number of othar aquipment to be supported.

Number of personnel to Be apsignad.

Rumbor of automotive technicians requlred.

Humber of bays in facility.

Numbar of vehicles lifts to be installad.

Will this Facility alsc be used to perform State Safety
Inepactlions? Yes [ ] Ho [ 1 onknown [ ]

What state agendy hag the closest maintenance facility
that supports vehicles? Namé

what 18 the distance to this facility (nearest 1/2
Mile}?

Has the closest maintenance faclllty been contacted
to gbtain support for these vehioles? Yas [ ] Bo [ 1}

Explain if the answer ahove i3 no,

Explaln balow why this facility is nedeRBary. Show the
estimated oot of opaeration of the proposed facllity for the



first three  years, and the estimeted cost of other
glternatives for this same period. If additional room iz
needed, please attach anothar sheet.

I gartify that other altarnatives have bean oonsidared and
this is the best one for the agency and the Etate.

Signature

Agency Head
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PARTS/SERVICES
Date ?-_ 7, - ‘32: . 0. Humher ODF0 |
Yehicle Typs t‘? g{f} JE}:FEH Work Order Number  See
o 5+0&h T’]Q!"'i_Ej/ S"-ff*-‘?[,ﬂj'[:'EE Dedoeo

parts or Service Reguired M{'.t ‘F'C/El'" Vi .—J‘-_f'l} jpjﬁ)& (F:‘Sper:a:)
4 eq 3";Ciamp5 {Stoek) rl |
| eg Tobe  Tim _ Glue KSHFPHESJ
Actual Cost ~.:’:“2-. 65
Work Order fart il Shop Supplies O
Shap Stock Part X Tools/Equipment /7

Check One nr Ware

Price Yendor Bid
32,65 __Stondard Aute Concept 5
34.72 Vartao  Minus 7
44.84 Aute  Farts  Umc 7

7

Remarks f\/@""&i I"F JDLU E_:_u:"' hrf.‘+ C?I«UHP"G{E’&L S‘]‘ﬂ“}—t Ter1se #7.

I

(Mot in_Stock deh‘v’&r},f +ime _exceeded I'fDa}f;_ Ecg)

Quantity cart Nupbers jon invoice and where part went
T Muffler| Af938
) 74! lpige. | 456 14 Work order 01707

4 Clamps| 3 SHOF 5}10'::? Stook
| Glue | 75-/230 | Supplies

Receiving Invoice No.

68391

eceived by_ McAnel ﬂa-drf/&wm

DMt/M 01-24-52




{APPENDIX G

SELECT SCHEDULE BASED ON
HOW THE VEHICLE IS DRIVEN

SCHEDULE A

FOLLOW SCHEDULE A WHEN YOUR DRIVING
HABITS FREQUENTLY INCLUDE ONE OR
MORE OF THE FOLLOWING CONDITIONS,

» SHORT TRIPS OF LESS THAN 10 MILES
WHEN OUTSIDE TEMPERATURE REMAINS
BELOW FREEZING.

= STOP-AND-GO "RUSH HOUR" TRAFFIC
DURING HOT WEATHER.

« TOWING A TRAILER, EXTENSIVE IDLING
SUCH AS POLICE, TAXI, OR DOOR TO
DOOR DELIVERY SERVICE.

s« OPERATING IN SEVERE DUST CONDITIONS

SCHEDULE B

USE SCHEDULE B 1F, GENERALLY YOU
DRIVE YOUR VEHICLE ON A DAILY BASIS
FOR OVER 10 MILES AND NONE OF THE
CONDITIONS IN SCHEDULE A APPLY.




SCHEDUOLE

.|

SEVERE SERVICE

SCHEICLE, MAINTENANCE SERVICES

SCHEDULE B

NORMAL, SFRYVICE

SCHETLE MAINTENANCE SERVICES

ITEM 7O BE SERVICED

WHEN TO SERVICE

Miles or menths which-
ever occurs firsk.

ITEM TO EBE SFRVYICED

WHEN TO SERVICE

Miles or mombths which-

ever Docurs first.

14. check starting/charging system

36 manths replace
plugs, test starting
& charging system.

1d. Check starting/charging svetem

1. Engine oil & Qil Filter change.| 3 months 4000 miles 1. Fngine oil & ©il Filter Change.| & months 7500 mles
2. Chassis Lubtication. Every other oil change]| (2. Chassis Lubrication. Every other oil change
3. Imspect tires, wheels & raotate.] & months 8000 miles 4. Incpect tire=s, wheels & rotate.|1? months 15000 miles
4. Inspect brake pads / shoes, 6 monthe 8000 miles 4. Inspect brake pads ;/ shoes. 12 menths 15000 miles
5. Bafety inspection. 3 months 4000 wiles 5. Safety inspection. b months 7500 miles
6. Imspect critical components. 2 wenths 4000 milezs E. Ingspect critical cowponents. 6 months 7500 miles
7. Service amissimn conterols. EMe£M56000 miles 7. Service esmizssion centrols. Evetry 30000 miles

g. Service mir cleaner. fheck every service 8. Service alr cleaner, Check ever serwvice

9. Analyze engine performance. Every 30000 miles or 9. Arnalize engine performance. Every 30000 miles or

26 months replace
plugs, test starting
& charging zayskem.

1I.

Seryice cooling system.

30000 miles 36 months
drain and refdill.

11, Service cooling system.

30000 wdles 36 memths
drzin and refill.

l

12,

Service automtic transmission

L5000 +e 20000 miles
Change Fluid & filter

12, Service automatic bransmizsion

50000 miles
Change fluid & filter

(H XIgadddy)
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OSHA

CHECKLIST
FOR
GENERAL INDUSTRY

Prepared by the
South Carolina
Department of Labor
Division of Education, Training
& Consultation




The standards referred to hersin inglude couth Czrolina’s Safety and Health
Standards for General Industry as adopied from 28 CFR {Code of Federal
Ragulations) Part 1910 under the authorty of Section 41-15-210 South Carolina Cods

of Laws (1876} as amended,

Pursuant 16 thiz authority, the Commissioner of Labor has put into force and made
public certain Oceupational Safely and Health Standards wnich are identical 1o those
enforced by the Secretary of Labor, Unlted States Department of Laber. Thess
slandards are known as 1he Occupationa! Safety ang Heallh Fules and Repulations of
the Siate of South Carolina and have besn republished &5 Anicle V1.

The Division of Education, Training and Consuftation conducts safety and health
training programs and seminars at plant sites througholl South Cearpllina at no gost 10
employers. JTraining materials such BS this checklist, are used exiensively in these
programs. A list of programs, materials, and other training information is available

upan request.




REW

This checklist has been compiled to halp empioyers and employees comply with tha
Oceupational Safety and Health Act. The questions which make up this list are based
upen Aricls VI of the S.C. Aules and Regulations (Part 1910 of the Federal OSHA
Standards) which rantains standards 1or general industry. This checklist, however, is
only & guide. Compliance with it does nat necessarily essure full compliance with all
OSHA slandards. Piease refer 1o the South Carolina OSHA standards for detailed
reguiations.

This checklist ie designed in such a manner that a negative answer 10 any guestion
incicates an arge of safety congern. If by using this checklist you should determine that
a problam exists, or if 8 question of concern should arise, pleass contact:

Division of Education, Training & Consultation
South Carolina Department of Labor
3600 Forest Drive
P.C. Box 11329
Columbia, South Carglina 28211

(802) 734-9588




Most Frequently Cited General Industty Standards

Zrandard
1g10.1200(a3[)
1510.1200(h)
1§10 32081

1810.151(0)

1510.1200(1(1)

1510123 (@)t}

1.12A

1916215 b)(3)

104 0,304 (1)[B3WHE)

1915.304{1}4)

1950.24 5{a)[4)

1910219833

3,06
19402204117
184 0.21 2201}
1510.234){1)

3.cE

S.02A

5.0EA

Bubjett

Haratd Communieaion
Hazard Communication
Hazard Commumicatian

Eye Wash and Showar
Hazard Cammunication
Eye & Faca protection

Gangral Duty Clauvse

Abrazive Whoet Machines

Elacitical Grounding

Flerrical Grounding

Abrasive Whee! Machines

Fawer Tranzmizsion Bell

CISHA Form 200

Floor Loading Proteddion
Yiaehine Guarding
Opan-zided Ficors

OSHA Form 200

QSHA Form 200

Poster

General Ragulremenl

Provide wiitten program covanng required informafion
Fravide amployew information and iraining
Include fist of hazardous chamicals In writan program

Facilities 18 gulck drenching er flushing of eyas and
body for those expased 1 earosive maiarals.

Chtain of davalop a matarial safety dats shasl for
sach harardous chemical

Is teguitad whare thare is 2 reascsnable probability B
wiil prevart injury

Musl fumigh warkplace free of racognized hezards
which may causs death or senouE injury

Adiusimant of peripharal protecting member langue

Relngeraiars, air condllivnars, 1642413 38 10 jal:}
grodnded

Provide a perrnanent and cominuous path 12 grouns.

Masimum arenlng batwesn wheel and work rest of
ars-aighth inch.

Guarding o verfical and Inclinad balts.

Mgt past annual summacy f form 200 for merth of
Fabruary

Signs with Jnad limiis approved by buitding efficial on
araas used lor marsantis, busingss, industial, or
#iprage pUrposSEs,

Pretact operainr and cihar employeas

Oper-siad tiooes or platiorms shall ba guarded
Mus! relain records Tor & yaar.,

Must mainizin log & summary of occupetional injuriss
& {lnaz3ws.

Must past SCLD 5-5H infarming employ seé of
thair pralection and ebligaticns At the work sita.



Q5SHA CHECKLIET FOR GENERAL INDUSTRY

Office of Training and Education

Az wetariek (*) indicates that the rtandard i ane of the most frequently ehas in gengra) incuary.

ADMINIZTRATIVE REQJIREMENTS Bl

1. L. C.UEHA Records

{s)  Are pocoupational imdury end (Nness records current?
Subarticie 3, Sect. 3.02, SCRR

MDD

(] Are expesurs recerds maintained on employees that have been
axppsed to toxic substances or harmful physice! soents such m
pibestos, lead, radintion?

TR0 00T Y {1 159020 [b] & 04}

{e}  Are required equiprment jnspeetion end modificetion records
maintzined such &5 maintenance sad Inspeccion records for
FOweEr preses and cranes?

1910217 {nh: 1910179 ([} [Zh & {3)

2 First Afd Requiremant

1a)  Are physicien-approved first-aid supplies on hand?

101C.165 [b)

b Are these supplies replenished reguiasiy?

1410151 (b}

(el 1z a caryifliad firet-gid attanciant gvailable during 8l houts
of sitablishment ocoupanty 7
1810.987 {b)

“ldy  Arefecilities available for quick crenching er fluthing of dyez
prnd bedy where corrosive materials are usad?
18101587 (g}

WALKING AND WOHRKING SURFACES

*1.  Asre Boorsclegn and dry?
TE10.22 (o] 1) & (2)

2. Are permanent aisles and passageways approp riataly miarked
and kep) clear?
191¢.22 (bh {7} % 1910176 (a)

YA Are 102d limit waighle posted in the storage argas?
IVI03L (4] (1)

g, It adenuate lighting proivded in sl work srezs?
[Not an O5HA Standard but & recommended practiod)

“E. s every open-sidad floer er platiaren 4 feet or more above adjacent
Fioor or ground leved guarded by a trandard guardrail or the equiveiget?
1910.23 (e} 1}




10

1",

12,

13.

14,

15

1£.

17.

1E.

Y¥ES

M

Are ol hatchyey and 11001 openings erded?
151023 fu) (3}

Ars flosr holes into which pericany can accidentatly walk guercied?
181073 {m) {8}

Are covert of guerdeaiis provided 1o prEvent feRoni trom falling
into drainage ditehes, open RIT, ¥AT, 1AMKL, et
1830.22 {e] or 1910176 (g

Are all fixed Inoustrial sairways ot least 22 inehes wided
1810.24 (d)

Arm all Fixad industelal sAlraEYs provided with o stalr
railing on ali epen sides?
1910.24 [h}

L cloged Trairways provided with a rallind an a1 least qne side?
1810.23 () (11 {iy or 1510.24 (h]

Are gl fimed stalrways with a witth in secess of BE jnehes
provided with B center s13§f ralling?

191023 {d] {1} {¥]

It saven fent vertical elearance meintained sbove any stair treadl?

12024 )

fire guardrails and togbaards provided on all open sides ind
ends of scefislds mere than 10 feet atwove the ground or floarf
1910.20 {a] (3]

Are seatfolds and the'r omponents capabit of suBpOrting withouwt
f3ilure a1 least four imes the masimum intended Imad?
1910,25 {a] (4]

Do alt sceMold planks ¢xtend over their end supperts nal Lmse
1han & inche: nor mare than 18 inches?
1810.26 [«} 113]

Are scaffoldy properly braced se that the scaffold is always
plurnb, square and rigid?

151028 {d) (31 —re

Ere broken, bant, Excessively tukted, viterad, or grharwise
structurally damaped scafleld frames or ACCEESGE et rerhaved

From serviga’
1910.28 d) {13}

EGRESS IOR EVACUATION!

1.

It a0 emergency sction plan required {or your company
to meet v particular OSHA standard?

1910.33 (a) 11| (Note: Appensdix 1370.38] e



YES

N

Z.  ¥herz an emergency action planis regeired, hes an
amptoy ee &larm sy stem which complie: with 1810.165
EBaur attablighed?

1910.38 (a) {20

d. Where an emergency action plan i1 reguired bz
the employer reviewed the plan with sach employe
covered?
101038 (2} {5} (0]

4, Are axits marked by a readily visible sign with i#iters
M l2as1 B inghes Figh and thraz faurths Inches wida?

151037 (g) {1} & ig) {8}

5. Wherr exits are not readily visible gre the actsses 1o
the exits marked by readily visible signs?
197037 () (1) & {1 {5)

B, Are means of egress continually mainteined free of
ol elstructions er impedimenta?

1510.37 (k] {2}

7. Are Oevices or alarms instalied 1o rastrict the Improper
use of an ex(1, declgned and [nstaliad 50 THat They
carnet Impade nmarganey wsa of fegh axHY
191037 {k) [T

FIRE FREVENTION AND PROTECTIDN

1. Have procedores been sstabilsned for sounoing
ermergency alarms in the workplacer
1810165 |5} (5)

2. Are porusble flre axtinguishers provided, mounted, ipceted
and ideniified sa that they are readily accessible to employess?
1810.157 (e} (1)

3. Are fire extinpulihers sslected and distributed bazed on the
classes of anticipated fires and the size and degrees of hazzrd?
1910.157 {d] {1}

4. Wners partabie fire extinguizhers are provided for employes
wee is an gdusational pregram o familisrize employess with
principals of vse and hazerds involved?

1210957 iab (1}

5.  Are portable fire extinguishers hydrostazieslly wested as required?
1810.757 €] 12}

B.  Ars portable fire wetinguishers vizually inepestad rhenthly?
110,167 (&} (2]

7. Are annus! meintenance ¢checks of portable fire extinguishers
completed and revords maintained of the date compleyed?
1910157 (wl {2}




10,

1.

12,

YEE

MO

I{ u fire brigade exlsts, has The employer pre pared and
mnintained an orpanizational retement esablishing
the fire brigade?

1810156 ib) 1)

Are smployess thet are expected 1o Oo interior srelurk!
fire tghring physically capable of performing those dieties?
1810156 (b 12)

Are gnly praziurs Seminn or other positive-pressure
talfcontainec bregthing appasatut wem by fire bripade
members perfarming interior structural fire fighting?
1810.156 (1) (2 §i)

When pettabis fire axtinguishers xre removed from SETVine
for maintengnra ar recharging is alternate equivalent
protastian provided?

1810167 («) {E}

Aure ficed sxtinguiching ystams inepectad AnAUS|lY T0 Besre
that the system i3 mainmined in good opereting sendition?
1910160 la] (6)

HAZARDOUS MATERIALS

1.

Ara compreited gaf Cylinders piven a safety visual ingpection?
t910,307 {a)

Are fire comtrol deviess iocated in aredt whare flammable

leuids are stored or wsed?
1910105 (d} {71 18D, {e) 15} & {g} (9}

Ara flammabis and combustible liquids stored in tanks or
cloted containers?

1910.706 [ (2) (I

Wher transferring £lzst 1 ligulds, are the nozzle and
contrings electrically intsrsonnectedi
15910108 (2 (B (i)

Are vent pipes fram underground storege 1enks
Bigher than the fill pipe openingand not feas
than 12 feet above adjacemt groune |evel?
1810.10€ o] 13} liv

Are power shut-off controls Tor fwal pemps temately
|ocated, clesely identified, and readily secacsible?
1810106 g} 13 {iii!

Ate siprs posted to prekibit smaking in fueling area
ar where flammable or combustible ligoids are received?
1910.106 {g) (&)

Are fuel pumpr adeguetely protected trom damage &y
el sion?

1510106 (g) 43) Lil) & (iv)




YES w0

8. Are Mo Emohing” signs conspicuously posted nt &l pairg
FOREYInG Nreas ANE paint StOrage foums?
1510107 () 17) m———

10, b5 i quantity of Hamrmabls or gembustible liquids in
the virinity of spraying cperation kept te o minimam?
190.707 {o] 12]

1. |5 bubk storaye of flanimable or combustiblie 1qulds In
portebie contalness [ocited In & separate building?

1830.107 {af (2} N

12, Doen all electrical wining and equipment located in or near
peirt gpraying areas comply with MWationsl Elecerical Code
provisions for hazardgus Ipcatipns?

1810.107 (e} (K]
13. Spray Tinishing using flemmable/combustible

material. 1910.107 . —
FERSONAL PHOTECTIVE EQUIPMENT

1. Is protective ¢lothing such as gloves. aprans gnd
boey provided in areas where Aszards warrant
thelr usa?

1810.132 {a}

2, i eye andfor fase protection provided snd uied in
arwar whers injuries mey be prevented by the use of
such pretestion?

1810122 {a} {1}

3. Are written standard operating procedures gaverning
the selection and use of resplrazors ectabilzhad?
1910134 {B] (1)

q. Are respiratars provided whete necessary 1o protect
the healih of the employes?
TAT0.134 [a] 1) & 1H10.0T [BY (30 D)

5. Are persorne! rrafrad [roInE proper wes of respiraton?
1910134 (B (2

E.  Arsrespirators stored in B convenient, cleen and
sanitary |ocation?

1910134 (&) 16)

r Are resplrainrs that are provided far smergency use
such 35 sell-contylnad devices theroughly inspected
nt least once a menth and alter exch use?
19710.134 (B] (7]

B.  Are records kept of inspection dates and findings for
respitd s faintained for emergeney use?
1510134 () i2) din}




10.

YES

MO

Are ermpl pyees 2esigned Lo positons that require or may
reguirs use of reiplralors wamed againit having beards or
sideburns, wearing platses, or hawing faciel E00ZITIORS That
may prpvenl o good face caal?

910134 («} [B} i}

Ars Fespirator Uter briefed on cleaning procedures engd
racpiraten cieanss and disenfected freouently?
1510134 (1) [}

OLEURATIONAL HEALTH AND ENVIESNMENTAL CONTROL

Vantilwtion

1.

Moiw

Croes the ventilation system adeguately remove toxic dust,
vapors, wnd gases 11om the working environment?
18101000 sariss pertaining 1o Al conaminemts,

Is the supply of iresh air adequate in ¢pray boalke
and open aurfece tanka?

1810.54 (e {7) & 1910.84 {d) 18] {ili)

Are suitable hoods or enslasores pravided to remove

dust irem dry grinding. pelishing, andfor buffing
Operations with connections (o scceptable Exhaust systermns?
191094 (b) (3 i)

Do the @xhauil syetami EaTikfanterlly pravant contamingmnts
from entering the breathing 2one ot all tirmec whin dry
grinding, palishing, o1 buffing operations are baing condustedsy
181u.94 {b} {3}

Are organic vapars (paint selvents, cleaning fluids, ink solvents,
glue, ext.) released |nTa the atmasphere in guamizies below the
lirn ! valuks $8T TOTEN iR 1910,1000 Teble Z-1 and 2-27

1810, 1000

|m laboretory areed, are there sufficient control velocilies in
hoods 1o prevent conteminents frem entering the Breathing
zone io gquantities in excess of Table 224, 2.2, or 2.37
1810.1804

Are BXRRUET Syslems Instalied 10 pravent carbon monox|de
fram entering the atmoiphere by dhops whers wark 15 being
dona in imdernal combusiion engines!

16101000

Are taacible prgineering and/or pdminlsiretlve esntrols
utilized 1o ke ngire expordres within slowable Timits
o1 tabln G-16¥

191966 B) (1)




2. Where eound levels exceed an B-hour exposure of 85 detibels,
is # pomsineing effective Aeering conservalicn pregram sdmin|srared?
1B30.85 (e

& Are parconal protective device: provided and uséd in
wOrk aress where noie i1 sxoesaive]
181085 {m)

GEMERAL ENVIAONMENTAL CONTROLS

1. Are wasje containers emptied ragularlyT Do they have
tight firting covers where needed?
1910141 {al 14} i) (D)

2. Iz the 2res fres of redents, incecic, and vermin?
1910141 {n] 1B}

3. Arenonpotable fundrinkatlel water soorces markad as such?
1210141 (B {28 i

4,  Aretoilet Tagilities accassible and do they contain an
acepuate rumber of toilets?
1910.731 tel {1} it

& s eating prohibited in toitet rooim: end sreas exposed to
& toxic material?
810,147 (gl {F

MATERIALS HANDLING AND STORAGE

1. Are gisley prd passageways In good fepalt, Kept Clear
Ahd properly marked?
19107 i) & 1810.72 tb) (2)

Z, Sre materials secotely stacked when stored?
1510176 (B

I Is good housekesping malntalned In storane sreasy
1S10.176 is)

A, B all Forklifee and other poweeted iatusteial Trucks
remeved from service when not in safe apereting condition?
1810178 (gl {1}

e
5. Areonly trained and authorized drivens permitted to

operate powered ndustrlal trucks?
1910175 (i}

E. Arrurauthorized personne prohibited from riding an
powared industrial trucks or only eflowed when provided
a anfe pimce 1o ride?
TE10.178 (m) {3}

** Soryicing mutti-piece and single piece
rim wheels. 1910,177
E

YEE

MO




3. Esch cay before being vied are glings end all fastening and
asischanants Inspected for damage or delscts by 3 competent peTIONT
TB16,184 id)

8. e recp'rd: srade pnd maintalrned of the most reeent menth
in which allpy steel chain siings were Tharcughly imperied?
1810.164 {w) {3} {iif

B.  Are wite rope tlings removed from sefvies thatwre Kin ked,
crushed, BIrd caged or otherwise damaged resulting in
gistartion of the wirk raps STRLCTETE?

1910184 (f} (5) Gl

10, s the use of knats, bolts or other makeshift devices to
sharter slings pra®ibited?
1910184 [c} 2]

MACHINERY, MACHINE, AND POWER TRANSMISSION CUARDING

Sy Where employees are expazad, 6 ane sr mors methods of
machine guerding provided to pramect themn frem hazarc:
of ingzing nip points, rotaling par, flylng chips and sparks?
1810.212 (s} {1}

" 11 tha point of aperation of machines whoe point &f
pperation axpois a0 Employee 16 imjury properly guarded?
1010.212 ut {3] (il

*1 Are grinding wheels properly guarged?
1910.215 (=) (2} & (4] & 1910276 (] (&)

*a.  Arg too! retts on grinders properly set?
1910.21E (a| (4}

% Where employees are expoied, are flywheals located
writhin seven feet of floor fevel properly guarded?
19102149 (6] 1]

E. Wnere empioyees are exposed, are pulleys located
within seven feet of ticor jeval properly guerded?
1910.219 {a3] (1)

7. Where employess sre sxpotad, it horlzontsl and vertical belt
drives |ocated within seven foat of flaer level properly guarded?
1910.219 (e} (1] i} & 1970.218 [+) (3} {1}

E. Where ermployes: are ewpeaad are sprocket whaals and chains
loeated within seven feel ed floor |evel properly guardad?
1510.218 (t) 17)

Q. Are all gears proparly guatded?
1815, 218 it} (1]

YEE

0




10,

1L

12.

13,

14.

15,

16.

17.

16.

18.

21,

2L

24,

25,

YES

NO

Do table sawt have propes hoadtype guerds with
gprasdars ant dogs Iniect?
110, 213 e} 1) Wt )

Are gll portions oF bancsaw bisdes sneicted of guarded,
oxcept for that portion between thr battom of guids rolls
and the tablie?

19102130 M

Do jolnters heve guards in place and operable?
1910213 (] (3}

Do selffeed rip saws have onti-kick back Tingsn?
1910.233 (i {20

Is afl vertical andfor horizgntal shatting guarded?
1520278 (=) (&)

Are ali motor couplings, Key wayt, SN0 EBT Jrewt goarded?
1910218 ih) (1) & Y915.278 {i} (2]

Is all woadwarking mechinery prevented from
sutomatically restarting following o power faiture?
1810213 (b} 1)

Do radial paws have hoed and adjustable lowsr guard 16 glace?
1810214 (h} (1}

Can the main power disconnect switch on power
presses be locked in the "ol potition?
1590.217 {n} {8) (i}

J& the martor start bufien on power presses
protacted ageingt accidantal pontaet | retesces)y
110,217 (B} (8] (I

Is activation of the motor efart button reguirsd to

restart power presses aler power or voltage los T
1510.247 (&) (8 il

15 a written dir setting procedure avaiiable for 2l presses?
1810217 (d] {# 11

Ars spring loaded Turnioy ef Bars Used whare presces
are designad to sccept tham?
1930.277 1) 13 {iid

Are safety Blosks used when dies in the press
are repalred or adiustedr?
1910.217 (a4} {9 {iv)

I1 tubxication of dies or material in the press
sccomplished without reaching inte the die area?

1850.257 (<) (3} {v)

Are all fen blades guarded with guard openings of % ingh of [e?
1910212 La) {5)

1Q



YES

NG

FORTABLE POWEHR TOOLE

Are all porable power Tanlt praperly grounded?

1910243 ) {5

Do air clﬁninn noztles emit nak more than 20 i presore’

1810242 {b)

Arg portabie power taols squipped with appropriste guards?

610,233 (m) [ L)

Are portable grinders completaly and adequateiy guarded?

1810,.243 [}

WELDING, CUTTING AND BRAZING

1

10

Are compressed gas Gylingers heglbly marked for their gat coantents?
1910984 lab (2] [ {6

are cylinders Iocated where they will nat be kneeked avet,
gamaged or subject to tampering?
1910252 {u) {2} 1] (B)

Are oxygen cyllnders separazed from fuel-gas cylinders or
combustible materiale by at st 20 fee1or by 3
noneembustible barrier at laast fiva |5) 1eet high having
ane-half hour fire resistence?

1810252 in} {2] v} {e)

ArE valve protection cagrs instelled on those eylindars
Herigred 1o acrmpt therm when the Syl inders are not in uze?
1916257 {a) () il id)

L acetylene eylinder valvas opened no more than gne and
ane-half turn of the spindle whan baing Lsed?
910252 fuf {2 Le) GeY (34

Are oplinder walves cloted when work i finished?
1910.252 (@) (20 (] {b) [T}

Are adequate welding bowths, shislds, or cu I'I:.!.inl.'lupp“l:d?
1910.252 (ah (2] (v}

Are adequate parzonal pretective coviced and clathing provided o
aefeguard persons in the ards where the welding opetation

is taking place?
1510252 {a} {3} il

Are The manufactirer's coerating rules and instructions for
welding equlpmdnt $Trictly Tottowed?
1910.252 (b {4} {rl}

Are periodic inipections of resistance welding aquipmant mads
by gualified personnel and regords of the same meintoined?
1510.752 {c) 16}

n



1.

12,

13,

14,

IE.

1€.

YES

MO

Are weiding cable: with splicas within 10 Teet of
the holder prohibited from we?

1810.252 (B (4] Ixiii

Are arc welder disconnected ot the encd of the operation?
1510252 () {4) iv)

Y5 proper ventilation pravidged 1m the walding ares?
1810.252 (f} {1} (v}

Is firrt-aid equipment arailable g1 all times during
welding cperation?

1910282 (] {13)

Are uzed drum:, barrels, tanks or other containers thoroughly

cleaned, so that Jll Tlammabia matarial: or materials which

when subjscted to hea! may produce flammable & taeic vapdrs

are nat present bafore welding, cutting or other bot work {8 parfereoed?

1910.252 (d) {3} ti

Are confined spaces adequately ventilnted 1o prevent the
srrumulation of toxic materials or oxygen deficiencier during
wi|ding br cUTHNg operations?

1810.282 (f) 44] [y

SPECIAL INDUSTRIES

Befare any malntenance, Inspection, cleaning, adjusting or

servielng &f squipment that requires antrance Ints o elase

COnTACT with the machinery of equipment, B The Myl power
discannact pwitch o1 valve contralling its source of power lockad out?
T10.Z6T (b} (4]

Are Lfelines and safety horresaes used by periang entering
closed vessels, tanks, chip Bins and sioilar equipment?
1910.261 {8} 5]

On operation: whare infuty to the cperator may ocour if motors
WEFE 10 FRSTAT 4tter power faflure, ate provisipns made 10 prevent
AUTEMATIc reSTarting upan restoration of powsr?

19106.362 1e) (1)

Are all pipea carrying steam or hot water for processing or
servicing mackinery covered with insulsting meteriel

or otherwise guarded where exposed o contact?
1910.262 (&) {9) & 1910267 (c) (8]

£re o quarcs and other safery devices including
starting and rtopping devicas pregerly maintxinsd?
T2 Ieh (S)

Are employees properly instrected as to the hexardy of
their work and instructed i safe practices by bulleting,
printed fules and verbal instructions?

1210.264 idf (1] {7}

12



YEE

MND

Ara all cpen vate or anks into which workmen
cauld fall properly puarded?.

1810266 s} ()

Are electrical repairs made anly by wutharized
and gualified personnelT
1510.265 [t 112} i)

ELECTRICAL

Are electrical splices mafte using suitable splicing dayices or
tvy brazing, welding or woldering with & fusibie metal allcy, and
covered with an insuletion eguivalant 16 that gf the conductar?

1914.303 {e]

15 each discannacling means for motors and applances, each
stryice, fescmr and brangh elreult (eglbty marked to identify
ity putpose?
1810303 If)

Ate sxpeced [fve electrical partz operating at B0 volm or
more suardzd analne accidental contact by epproved
cabirmets ar ergloswrat, by [ocatlan, ar by limiting access
to gualified pereons?

1910.302 (g (24 1F)

&re rapms of Enclosures containing exposed live perts
or conductors cperatlng at over SO0 volts, nominal,
kept locked ar undes the ohservation of a qualiied
peraon ai all limas?

15910.203 (ki 12

Are ground fault eitouit interrupieTs o an gaEured
gnuipment grounding conductor program as 3pecified

By 1216304 {b) {11 () and (i) used to protect employees
gn eanitrustion siges?

19710304 (b} (1] (1 B didl

Are owerpurrent devices raadity :c:etzlil:lle. Aot axposed 1o
phy sicel damage and not located in the vicinity of eaxily
ignitable materal?

1910.304 (el {1} in}

Is the path to ground from circwits, equipment, and
enclosured permanent and cantinuous?
1910.304 (1) {4}

Are exposed mete! parts of cord- and plug-connacted
rafrigeratons, freszers, and air conditioners which may
herome anergized grounded?

1910.304 (1} 5] 4] led (1}

13
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11.

12,

¥YEE

hMQ

Are exposed metal parts of cord- and plug-conrected hand-held
motcr-operated tooh, other than double insulsted tocls, grounded?
1810304 14 {5) (] (2] (3]

A all pull Baxes, junction boxes, and fittings provided
with covers approved for the purpose?
1910.305 (b (2

It fiexible #lectrical cord and cible uted s @ substinrre
for the fixed witing of 4 structure prohibitad?
1910.305 (g7 (1) (il {al

ls the electrical wiring and equipment that is |acated
in hazardous (clessified) leeations intringically safe,
appreved for the hatardous Iocatian, of safs tor

the RIzgrdous neatlan?

1$10.307 (b (1), 020 & |3

14



HAZARD COWMUHICATION Yun

1.

i {hgre e wiitten hazard enmmunication program avallabla at the workplass?
1910.1 200 (a1}~ (X3}

M2

Ara all maners propedy lbeisd?
TR0T 20 (1) - (THE}

Are matarial salety data sheels curtenl, accurae and available on all hazardous
matarals & the wokplace?
18101200 (gH 1 - (g1}

Arp employeas informed and trainod on hazard pUE chemcals in their wok area I the
{ime of Wheir isttia assessmant and whenove! & new hazard is introdussad inte thair
wark Erear

19101200 (h)

MITIAL HAZARD DETERMINATION

1.

Have you monicreds evalustad work place hgzards dealing with laad, asbestos, coka
aver emissions, ETO, cotlon dus!, fermaldehyde, and naise ppopLrat?

1510.1025 (9)(2) - hamd; 1810.5001 (2R 23~ asbeatns: 1610.192% (#)(1) - coke cvan;
1910.1043 (d)i2} - cotlon duw; 15101048 - formaldshyds; 19101047 (d)(2) - ETO

HAZARDOUS WASTE OPERATIONS AND EMERGENCY RESPONSE

1.

s thers an emergancy tespanss planior your facility?
1E10.12¢ [gii)

K not, ate you meating tha requirements for an ememgensy astien plan {1 5138 (ah)7?
1550.320 (K1)

Havea you devalopad an smergency reepanse plan which addreases all of the rogqulrad
alamenis?
1910.120 (il e )-{=iT}) —ar

Havs you deve'opad an inddant samrmand syslam [ICS] for handling emergency
rasponss’
£510.120 (q){3)

Have company personnel besr irained lor any duties they might pariom in the course
of an ¢M@MMENCY FASERNIAT
1510.120 (GH5)

ks refrashar iraining being pariormed at lexst en nualty?
+810.120 (g8

L medica survaillanes and consuttation Baing provided for the designated HAZMAT
team in accotdance with paragraph 17
1910.920 {qHD)

fc suhabla charnical profsctive clothing and equipment being provided for membars of
the HAZMAT 1eam?

1910.120 {310}

15
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E. Do all pastramerysncy responze CparmTiont masl the RS BATY reqUitam et ?
1910320 (g1t —

CONTMOL OF HAZARDGLIS ENERGY (LO CKOUTITAGOUT]

1. Dows emphoyar hava & wittan ensrgy conitol procedute?

1830147 (e 1)

2. ¥ ananergy fslating device canno! ba losked out, i5 e tagoul procedure Ussd?

TRI0.147 {e}eND) _—

3. .DPost emplover hava and uiilize procedures far esntrad of hazardous erergy with
spaciic raquiraMents for securing machines, placeman, ranstar, and removal o!
lockoul dovices, and testing lecked machinsry ?

1818147 (cK4)

£ h b:.:-lmut hardwars providad by emplover; and is il ducable. standardized, sub=Iant(al,
ard idamfinklap
IR0 47 {£X5)

5. Ara al smployeas Irained in bokput tagout program?

1910147 {e)(T)

€. Are perodic reviews to assure Smpliance with prog mm eond uctes?
1910.147 {c}{$)

CCCUPATICHAL EXPOSURE T HAZARDOUS CHEMICALS IN LABORATORIES

1. Ate employse axposyte daterminations being parformed when racessary and &t
requires infarvals )
15701450 (@){14)

2. Doas'a written chemical hygiene plan axist which is raadly avaliable 1o employees’?
19101450 (ex2)

3. Doesthe chernical hygiens plan include all of tha raguired elements?
18107250 (Wl IRl

4. Are employsas being trained and informad 1) a1 the fims of.inial assignment, 2) pritﬁr
to neaw expusure, ang 21 of a1l other requised rmmbetial Butired in the standard?

1510,1450 {7}

2. Ar medical conaufiation and examinations Being provided 1o apsopriais smployass?
1#10.1450 (FK1-2)

B.  Are hazard idaniificatian reguiremaniy being mul?
19181458 (k3

7. Are agpropriale mspiratom balng ptnv?:tad ! no conl and in acmmdanes with
18101347
1910,1450 {1}

B. Aw emplayes axpocures, wiitten opiniorms, and tast resuls being recomdad and

i

mainiaingd?
TH10.5450 ([X1-2)

1€
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